
 

 

1. - Check the boxes of the calendars you wish to view. Uncheck the boxes of the 

calendars you don't want to see.  All calendars may be viewed at the same time. 

2. Select the Month or Agenda view options.  

a. The Month option shows the information in a standard monthly calendar view. 

b. The Agenda option shows the information in a list view by week. 

3. - Takes you back to the current date. Use the arrows to toggle between months (in Month 

view) or weeks (in Agenda view). 

4. Allows you to select the specific day, month, or year you wish to view. 

5.  In Month view, double-click an event to view more details regarding the event.   
 

 


